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Pre-employment Clearance

Policy It is the policy of the DGS, in accordance with State civil service laws,
rules, and policies, to require completion and submission of pre-
employment clearance documents prior to the effective date of
appointment (acceptance of a job offer and prior to first day of work).

Purpose The purpose of pre-employment clearance documents is to ensure that all
appointees to and employees in the state civil service shall possess the
general qualifications of integrity, honesty, sobriety, dependability,
industry, thoroughness, accuracy, good judgment, initiative,
resourcefulness, courtesy, ability to work cooperatively with others,
willingness and ability to assume the responsibilities and to conform to the
conditions of work characteristic of the employment, and a state of health,
consistent with the ability to perform the assigned duties of the class.
Where the position requires the driving of an automobile, the employee
must have a valid state driver's license, a good driving record and is
expected to drive the car safely.

Continued on next page
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Pre-employment Clearance, Continued

Required

documents

The following table identifies the documents required prior to an
employee's first day on the job.

YES: Required

NO: Not Required

Asterisk (*): See Comments

Appointment | New to | Reinstate | Transfer | Transfer Comments
Document/ State -ment from Other | Within
Form Number | Service State DGS
Agency

Employee YES YES OPTIONAL | NO
Action
Request (Std.
686)
Oath of YES YES NO NO Required for all new hires
Allegiance and rehires with a permanent
(Std 689) break in service

http://www.documents.dgs.ca

.qgov/osp/pdf/std689.pdf
Oath of Office | YES* YES* YES* YES* Employee will not be paid for
(exempt any day prior to signing oath
positions only) http://www.documents.dgs.ca
(STD 688) .qgov/osp/pdf/std688.pdf
State YES YES
Employee
Disability
Questionnaire
(SPB T100-
131)
State YES YES http://www.spb.ca.gov/Emplo
Employee yment/documents/spb1070.p

Race/Ethnicity
Questionnaire
(SPB 300-
1070)
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Pre-employment Clearance, Continued

Required

documents
(continued)

Appointment | New to | Reinstate- | Transfer Transfer Comments
Document/ State ment from Other Within
Form Number | Service State DGS
Agency

Employment YES* YES* NO NO EE will not be allowed to

Eligibility work until I-9 received

Verification

Form (1-9)

Health YES* YES* YES* YES* EE will not be allowed to

Questionnaire work until received and

(Std. 910) approved; required for all
classes including those
classes that require a
medical

Medical YES* YES* YES* YES* EE will not be allowed to

examination work until received and

(Std. 610) approved; refer to Medical
Clearance section of this
manual for a list of classes
requiring a medical

Hire Above YES* NO NO NO Required if requested pay

Minimum exceeds the minimum

(HAM) (OHR- salary range of the class;

906) must be approved before
EE starts work

List/Transfer YES* YES* YES* YES* EE's list/transfer eligibility

eligibility must be verified by
Classification and Pay
Analyst prior to making job
offer

Drug YES* YES* YES* YES* DGS does not currently

screening utilize this process
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Pre-employment Clearance, Continued

Required
documents
(continued)
Appointment | New to | Reinstate- | Transfer Transfer Comments
Document/ State ment from Other Within
Form Number | Service State DGS
Agency
Background YES* YES* YES* YES* Only for EEs accepting
investigation position within correctional
facility; background
investigation must be
performed prior to
requesting health
guestionnaire/medical
Essential YES* YES* YES* YES* EE must review and sign
functions duty during interactive process
statement with hiring supervisor
when completing hiring
documents
Conflict of YES YES YES* YES* Prior to appointment it is

Interest (Form
700

suggested that the form be
completed at the time of
the job offer to ensure the
potential employee
complies with the
requirement of the
position. If the employee
declines to comply with
the requirements of the
position, the second best
gualified candidate may be
offered the position. Form
700 is dependent on the
type of hire .
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Pre-employment Clearance, Continued

Oath of
allegiance
STD 689

Signature
authority

Where to file
STD 688 and
STD 689

All civil service employees, except for legally employed aliens, shall be
required to complete the “Oath of Allegiance” (Parts 1 and 3) on or
before the effective date of appointment and prior to entering the duties of
the position.

Legally employed aliens shall take the Oath as soon as they have
complied with citizenship requirements. Non-citizens are required to
complete Part 2 and 3 of the STD 689 prior to appointment. If a non-
citizen becomes a naturalized citizen at a later date, an Oath must then be
obtained and filed.

Anyone who is a current employee or the DGS, including the hiring
supervisor or personnel liaison, is considered an appropriate delegated
authority and is authorized to sign the Oath of Allegiance.

The STD 689, Oath of Allegiance, is filed in the employees Official
Personnel Folder.

The STD 688, Oath of Office, is filed with the Secretary of State with a
copy attached to the Request for Personnel Action (RPA) for those board
members that will be paid. The Secretary of State’s address is:

1500 11" Street (IMS D-15)
Sacramento, CA 95814
Attn: Rita Rowe (telephone 653-8435)
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